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whet is the intent of the Exscutive Ordexr?

It+ objective i to give the citimens of the U.S, more information
aixut thelr government., The Order enjoins &1l Federal Agencies to
awid unnecessary classification and cver-classification.

Wast major changes take place on Decerver 15%

Afier December 15 the RESTRICTED security classifieation and, the
words SECURITY INFORMATION are abolisted sné will nol be placed on
documenisa

Is all naterial in my files stemped FYSTRICTED sutomaticaliy declas-
gii'ied on December 15?

Ho. You should continue to safeguard HESTRICTED meterisl as you have
in the past. Material which is preser tly classified RESTRICIED need
no'. be reviewed at tais time for the purpose of cowngrading or upgrad-
in; exoept when such material is to be transultied outside tne Agency.
From time to time you will be notifiec by your iAssistant Classificaticn
Coritrol Officer of the results of revisws conducted by other Oifices
anri other Agenclies.

Is there & sultable control stemp whicn I can use for meteriel which
is not classified yet deserves special government handling beceuse
it contains information about ooverage or sourses which sihould not
e publicly availabls?

In the past the RESTRICTED stemp was very ofien ussd for tals purpose.
It is appropriate to place some applicable limitation on the document
provided the protection of sources an¢ methpds werrants tne eontrol of
dinseminationg e.g. FOR OFFICIAL USE (NLY, CIA INTERIAL USE ONLY, or
U8 OFFICIALS ONLY. If used, the stamp should appear at tie top and
botom of each page.

then & document is unclassgified ut questions of copyrigat are ine
vo..ved what shall I do?

e General Counsel has developed the following stetement to be used
fo:» this purposes

HARNING

Laws relating to copyright, iibel, slender &nd
corvmunications require that tie dissemination of part of
this text be limited to OFFICI AL USE ONLY. Excepidon can
he granted only by the issuing agency. Users are wemed
that nonecomplisnce may subjeuvt violators to personal
Iebility.

E0@ OFFICIAL USE ONLY should slwaya sccompany this warning statement.

FOTMAT ~
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Hov shall I cite e decument stamped FESTRICTED when I foctnote it as
& :ource in & resesarci report or vrefer to it in & memorendum?

If it is a CIA document, check with tha Aspistant Classification
Ofticer of the office of origin to detormine if the document snould
be cited as unclessified, or ecarry a seourity elessification or
cor trol stamp. If it is not & CYA document, you siould cite it as
it 1s stamped.

llov ghall I hzndle RESTFICIET naterial already fumished to CIA by
a2 foreign government?

Thie material should be upgraded to CIFIDEIZIAL and treasted ss such.
How san I tell when to stamp sometaing SECFET instead of COJFIDE TIAL?
Follow the definitionc spelled out in the Executive Order.

Whe is empowered to clasaif'y a documen:?

Eacy office has developed its own rostor of suthorized personnel,
These individuals should be oconversant with the definitions of
CQRIFIDEITIAL, SFCRET snd TOP SECHET as found in the Executive Order.

¥hal ere the responsihilities of the Aspistent Classification Control
Offioers?

They ensure that the provisions of CIa r!ouceme in force
in welr respective offices. They inceetring an officae
personnel, sponuor regrading aetions, psrfom spot inspections and
chexk with the CIA Clsasification Cont.ol Officer on policy matiers.

Is :my immediste regrading action neoe:sayry?

A rolatively small segment of CIAls production in the nest was clase
sif ed RESTRICTFD. The major portion of this material took the form
of ublications and maps (eGgQCIA Library Veei:ly Accessions
Lisis, iiep Intolligence Reviews, . Cffices responsible for the
production of this meterial should rev.sw pest iascusnces ss scon as
posuible to determine if specific docurents or ssecific catezoriasg
should be upgraded, downgraded, or stam;sd with an sppropriste control
stwip. V¥hen thie decision 1s made a RUVGRADING EULLETIH will be
issued and sent 1o the holders of the cvcuments. Until t.is happensg,
&0 hoc inquiries will heve to be trsat:d on a doeument by Gocument
bes 8. :

Is vhere an injunction against lending documents stemped RESTIICTED
to other agencies?

flo, CIA documents shoulc be cneeked out in every case with the
Asgigteant Classificetion Offiger of th: office of origin to determine
1f ihe document has been upgraded, declussified, or stemped wit: a
control stamp,
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13. Q What change does the Executive Order uake with respect to stamping
mans, charts, sand drawinge?

4. Formerly you were required to stemy tue clessification at the top and
also in the legend block. The new Order requires tiat it be stanped
at the bottom as weli.

L. Q The Executive Order states that Bound Doouments need not hava the
seourity classification stamped-on the center pages. ¥iat ig nmeant
by a Bound Docunent?

A> A Bound Domument for tals purpose is defined as one whica is securely
festened by stitehing end with glue, and covered with a permaneat eover.

15, Q. Doss a list of TS document titles constitute sufficient grounds for
classifying the ligt TOP SECREI? )

Ao llo, Content rather than form is tiie eriterion on wilch the classifis
cetion snould be besed.

16. Q. Should I set to work at once reviewin: all RFSTRICTEL oorrespondence
in my files with a view to downgreding 4it?

4, The Agency Hotice instructs all officas to do tais on & gradusl and
contdnuing basis rether than using the tesk force spproach, *ost
of "ices are esaigniny tiils rescongibility to their Records Officer.

7, Qo If preprinted foms are still on hend which cuxrry either FEISTRICTFD
or SECUFRITY INFOIIATION on them snould they be destroyed and new
onas obtained?

&, No. Exhaust your supply first. Altaoug) you can uge the forme withe
ou: change lnside CIA, be sure taat foims going outside the Agency
af:sr December 15 have the words rulec out. In eitaer case, of
colirse, you will no louger use RESTRICTFD,.

i8. Q. On December 15 will I be amble to dispiay maps or pictures, formerly
stunped RESTRICTEL, on my office walla?

A, Hoc MHot unless you cueck with the Asnistant Classificstion Officer
of tne office of origin end ne tells jou that tnc item is unclassified.
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